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Employee Training G
Development Programs
Attaining each employee's potential
is an important part of the theme,
"Life more life", that is a foundation
of Western KentuckyUniversity. Personnel Services accepts the challenge
and responds by developing the
Employee Training and Development
Program (ETDP). The ETDP offers the
opportunity for employees' personal
and professional growth to aid them
in reaching their potential .
. The wide variety of knowledge and
skills resources on the Western
campus is being utilized by the ETDP.

Faculty and staff members who have
developed expertise from years of
experience in the private and public
sector vol unteer their time to conduct
these courses. This exchange of
knowledge further exemplifies the
spirit of the University.
ETDP courses range in topics from
personal development to actual job
skills. They are scheduled throughout
the year, varying in length from 1 -10
sessions, with sessions varying from
1-3 hours in length . Information on
current course offerings is readily

"Workshop Development"
Course Offered
Workshops have become a very
popular and effective instructional
. tool. Development and presentation
of a successful workshop is the
expertise of Elaine Faine, Training
and Technical Assistance Services,
and will be the focus of her spring
Employee Training and Development
noncredit course, " Workshop Development. "
For faculty and staff interested and
involved in workshop facilitation, the
course offers an oPllortunitytodiscuss
methods and techniques of managing
groups and identifies workshop components. Whether your interest is in
climate setting, activity balance, or
handling hecklers, the course is your
chance for growth and skill development.

"Workshop Development " will be
conducted in four consecutive Wednesday afternoon sessions from 1:302:30, March 31 through April 21 , in
CEB 238 . Interested participants
should call the Personnel Services
Office to register. The registration
deadline is one week prior to the first
class meeting .

available in the most recent issue of
The Personnel File, on departmental
bulletin boards, or by calling the
Personnel Services Office.
Interested participants may register
for classes by calling the Personnel
Services Office until one week prior
to the first class meeting. Most classes
are limited to a maximum size on a
first-come, first-serve basis. Registrants may be asked to identify their
name, department, and position to
better prepare the facilitator. Since
the courses are offered on campus
during work hours, arrangements for
absence from your job for attending
an ETDP course should be discussed
well in advance with your supervisor.
The growth opportunity is here. Don't
pass it upl
The development responsibilities
of Personnel Services begin on each
employee's first day of work . A
complete New Employee Orientation
Program is being planned to better
introduce a nd orient the new employee to his/ her job, the campus,
and to the spirit of Western Kentucky
University. Watch for an introduction
to the new program in the April issue
of The Personnel File.

Handicapped Project Nearing Completion
The contractor is nearing completion of the handicapped (barrier free)
project. All ramps, automatic doors,
delayed action doors, curb cuts, etc.,
are complete and should remain
accessible . The delayed action doors

are pre-set at 15-60 seconds, hold
open time.
Please refrain from forcing the doors
closed; call the Physical Plant Office,
3253, for service on these units.
Parking areas, drives, signage, etc.,
will be completed soon.

Nelda Steen - Devoted University Employee

Mrs. Nelda Steen serves as principal secretary,
Office of the Dean, Potter College of Arts and
Humanities .

This month The Personnel File
features Mrs . Nelda Steen, principal
secretary in the Office of the Dean,
Potter College of Arts and Humanities .
Mrs . Steen has had an extensive
relationship with the University. She
first came to Western in 1965 as a
student majoring in secretarial
science . During this time she was
employed as a student worker in the
English department. When she graduated in 1967 she was hired full time
by the University as the departmental
secretary in English .
After working for five years in the
English department, she was promoted to her present position in the
Dean 's Office . Dr. Ward Hellstrom,
Dean of Potter College, speaks highly
of Mrs. Steen : " While I don 't care to
reflect on the staff of any other office,
I think I have the best staff in the
University. Mrs . Steen is a gem and
so is Miss McGehee(the senior administrative secretary). Ask anyonel"

Sick Leave Benefits
One of the most valuable, and
perhaps most misunderstood, benefits
that Western employees have is sick
leave . The basic purpose of sick leave
is to ensure continuing compensation
in case an employee is ill and unable
to work. As an extension of the benefit.
Western will allow an employee to
use personal sick leave for the illness
or death of immediate family members. In such cases, the number of
days that may be used are limited to
four. The employee must contact the
appropriate supervisor as soon as
possible and explain the circumstances for an absence to be counted
as sick leave.
Only regular and full-time employees who are members of the
classified staff and certain participating administrators are covered by
the sick leave program . Eligible employees earn one day for each month
of employment. and there is no limit
to the maximum numberthat may be
accumulated. For example, a person
employed July 1, 1968, and who has
not used a ny sick leave wou Id have

164 days accumulated . If that em ployee became ill and unable to work,
he or she could remain on the payroll
at full pay for approximately seven
and one-half months. An accumulation of 264 days could result in a
full year of paid sick leave .
The point we are attempting to
make is-don't abuse your sick leavel
Use itonlywhen absolutely necessary,
and it will be the best type of insurance
when you really need it.
But there is another excellent
reason to accrue your sick leave . If
you are a member of the Kentucky
Employees Retirement System, up to
six months of sick leave can be added
as service credit at your retirement .
This would mean extra income for all
your retirement years .
Remember, sick leave is too valu able to waste; and, if used properly, it
can be the difference between comfort
and financial disaster when we
become unable to work.
Detailed information regarding
holidays, vacation, sick leave and
other absences may be found in
Personnel Policy Number 22.

Mrs . Steen is responsible for
processing the correspondence between the departments and Office of
the Vice President for Academic
Affairs . She obviously enjoys her job
very much . "This is a super place to
work, everyone has been extremely
pleasant to me here ."
Mrs. Steen is also continuing her
education at Western . She is currently
pursuing a double major in secretarial
science and religious studies, which
she finds very self-fulfilling . Her
husband, Robert Steen, is a teacher
at Cumberland Trace school , and they
have a six year old daughter, Lauren .
Classes, work, and family keep
Nelda busy these days, but that does
not hamper her enthusiasm in the
least . " I'm just a big fan of Western ."

** **

New
Employees
Western welcomes the following
new employees:
Melissa A, Hagans-Ms . Hagans
has assumed the position of assistant
director of Rodes-Harlin hall. Melissa
received her B.S. in elementary education from Western and has served as
a resident assistant in several dorms.
OannyReed-Mr. Reedjoins Public
Safety full time as a communications
officer. Danny currently attends
Western and had previously worked
part-time for Public Safety as a
student patrolman.
Nancy L. Carter-Ms. Carter is an
electronics and TV technician in the
Physical Plant department . She was
previously employed by and graduated from Bowling Green State
Vocational Technical School.
Chandra R, Carter-Ms. Carter
joins Western as an applications clerk
in the Student Financial Aid department. Chandra graduated from
Western in 1981 with a legal secretarial degree .

Compensating employees equitably is not
synonymous with compensating them equally.

Western Names
in the News
Dr. E. Margaret Howa, a professor
in the Department of Philosophy and
Religion, announces the availability
of a lecture series on "Israel : History
and Reality. " Dr. Howe, who received
her doctorate in Jewish and Christian
studies, offers a choice of five free
lectures including slide presentations
to any church , service organization,
or community agency in Kentucky.
Lecture topics include: " Water and
Wilderness," " Pilgrimage," " Desert
Treasures, " " Focus on People," and
"Jerusalem : City of Destiny."
Dr. Howe has been a member of
the Un iversity faculty since 1972
and has traveled extensively in Israel.
She has also recently published the
book Women and Church Leadership,
which is available in the bookstore.
For more information regarding the
lecture series, contact Dr. E. Margaret
Howe, Department of Philosophy and
Religion, 745 -3136.

••••
Linda R . Pulsinelli, assistant professor in the Mathematics and Computer
Science department, has recently
published a math survey textbook.
The book, Living Mathematics: A
Survey, is geared toward use in
classes for students who do not plan
to major in math or math-related
fields.
Mrs. Pulsinelli has been a member
of the Western faculty since 1972.

. . . ,.

Hospice of Bowling Green, Inc., a
specialized health care program that
attempts to meet the needs of terminally ill patients and their fam ilies, is
a newly formed program offering free
services to the community. It owes its
success to many people, including
Western faculty members Dr. Jimmie
Price and Mr. Robert Wurster.

Dr. Jimmie Price, associate professor in the Department of Health
and Safety, is the coordinator oftraining for the program . She oversees a
13 week train ing session for volun teers. The volunteers, who represent
diverse backgrounds and experiences,
receive extensive tra ining in a number
of aspects of death and dying. Such
train ing includes communication
skills, Hospice home care, bas ic
nursing skills, and emotional preparation for death.
BobWurster, an associate professor
in the Engl ish depa rtment, serves as
the coordinator of lay volunteers.
Once the volunteers are trained, they
are matched with a comparable
patient and family. The volunteers
provide comfort and companionship
and offer a helping hand with such
tasks as cooking, running errands,
etc.
Dr. Price stresses that the nonprofit program is open to anyone
referred tothe Hospice by a physician .
Twenty-four volunteers participated
in the fall training session, while 32
are enrolled in the session which
began last month.

••••
Are you aware of faculty or staff
members who are making noteworthy
contributions to the University or
community? If so, please let us know
so that we might recognize them in
The Personnel File.
Contact:
Beth Snyder, Editor
The Personnel File
Personnel Services
Wetherby Administration Building

745-2073

Bettie Flener
Benefits
Specialist
Are you aware of all the benefits
provided to regular full -li me faculty
and staff members at Western? If
you ' re not. or have any questions
regarding benefits coverage, don 't
hesitate to call Bettie Flener in the
Personnel Department.
Mrs. Flener is primarily responsible
for computing i nsurance benef it
prem iums and processing employee
cla ims.
Specifically, Bettie oversees basic
health, life, disability, and medical
cla ims. She also processes the paperwork involved with Workmen's Com pensation .
For example, if illness or disability
required a regular full -time employee
to miss more than 90 days of work,
Mrs. Flener would submit the claim
to an insurance company rev iew
board, who would determine what
benefits that employee was entitled
to receive. Or, if an employee required
medical attention such as surgery,
Mrs. Flener would advise concerning
f iling procedures.
Federal law gua rantees the right of
all employees to know about their
benefits programs. However, benefits
need to be handled on an individual
basis, so it is important that the
employee direct any questions or
concerns to the Personnel Department.
Since Faculty/ Staff Scholarships
are also her responsibility, you may
contact her concerning information
in this benefit area.
Mrs. Flener is always ready to help
employees understand and take advantage ofthe benefits available from
Western. Contact: Mrs. Bettie Flener,
Personnel Services, 745-2071 .

~-- ,----,

Personnel Promotions
Name

Date

Previou. Poaition

Promoted To

Donald Wade

2/ 1/ 82

Junior Computer Operator

Denise M . Muir

2/ 1/ 82

Administrative Secretary

Report Programmer/
Computer Operator
Senior Administrative
Secretary

The entire Western employee
force benefits when individuals
reach out to grow by taking part in
noncredit ETDP courses . Selfimprovement brings an increased
feeling of confidence and ability to
face challenges on the job and at
home.

Cangemi Teaches
Leadership Skills
Effective leadership is a function
that calls for skill in many areas, but
the key is you . Dr. Joe Cangemi,
Psychology department, is aiding
development of vital leadership components in a spring Employee Training
and Development Program noncredit
course, " Effective Leadership Through
Self-Development."
The course invites management
and supervisory faculty and staff of
the University to become more effective in the use of "people skills."
Participants become more aware of
their behavior and learn to make the
most intelligent choices to lead and
manage people. Dr. Cangemi offers
expertise from years of conducting
this course as an international consultant in private business.
The course, already in progress,
will conclude after a third and fourth
session on Tuesday, March 30, and
Tuesday, April 6, from 1:00 - 4 :00.

Dr. Joe Cangemi teaches development of
leadership skills.

.

Service Anniversaries
Western congratulates the following employees who celebrated anni versaries in February:

16 Years
Richard Cantrell-Mr . Cantrell
joined Western in 1967 as an instructor in the Economics department. He
is now an assistant professor and is
currently pursuing his doctorate in
Economics.
Bettye Ann Neblett-Ms. Neblett
originally joined the University as a
secretary in the Department of
Educational Foundations and Curriculum . She now serves as an administrative secretary in the Psychology
department.
Janice Williams-Mrs . Williams
began her career at Western as a
secretary in the Department of Nursing. She is now the senior departmental secretary in the Nursing
department.
01 \o.S

10 Years
Lois Lane-Ms. Lane has been
employed in the Physical Plant since
1972 as a building services attendant.
Laura H. Lee-Mrs. Lee is the
departmental secretary in the Department of Modern Languages and Intercultural Studies . She recently completed a degree in history and folk
studies at Western.

Jury Duty
Jury duty is recognized as a civic
responsibility, and it is expected that
Western's employees will fulfill their
obligations w ith regard tothis service
as a citizen of the community. You
will not lose pay for time spent away
from the job for jury duty nor will
time be deducted from your sick leave
or vacation time.

You Can
Be Heard!
Did you know that Western has a
formal grievance procedure for both
faculty and staff? The staff grievance
procedure is outlined in Personnel
Policy Number 100; and the faculty
grievance procedure, which was just
recently approved by the Board of
Regents, will be published as Personnel Policy Number 101 . A grievance
may be defined as " any condition of
employment where the employee
feels that there has been a violation,
misinterpretation, or inequitable
application of University policies or
practices resulting in unfairtreatment
of that employee as an individual."
The policies are based on the
pri nciple that all members olthe staff
and faculty should be fully informed
regarding rules and practices which
affect them and should be provided
every opportunity to express opinions,
discuss complaints and misunderstandings, and to seek information
on matters affecting their jobs and
particular interests.
Another important feature in the
concept is the requirement that management persons inform, listen, and
counsel with employees and formally
recognize the right of the employee
to appeal decisions without fear of
retribution or prejudice. It is obvious
that such open discussion and free
exchange of ideas will benefit all the
members of our University community.
If you feel that you have received
unfair treatment resulting from misapplication of institutional policy, or
other causes, every effort should first
be made to resolve the issue with
your immediate supervisor. In almost
all cases, issues can be resolved
through routine managerial channels
without the use of a formal grievance
procedure; however, feel free to use
the formal process when other
avenues have produced unsatisfactory
results.
Remember, you are a valued member of the team, andyourvoice can be
heardl
3 / 811 1.SM / PS- The co.t 01 print ing th ll publication by
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